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Purpose of Course:

The purpose of this training is to demonstrate menu options in the Composite
Health Care System (CHCS) that allow Emergency Room (ER) personnel to
check-in and check-out patients who are treated in the Emergency Room, view
patient appointments history, print ER-related forms and reports, and maintain the
ER clinic and provider profiles.

Target Audience: Emergency Room personnel (clerks and supervisors) who
process patient encounters in the ER

Environment for Application Share: The CHCS Training Database (TDB) will be
used for application share.

Note: All patients’ names and personal data are fictional and not based
on any real patients.
Pre-positioned Data: Complete the following prior to class:

- Lesson 2, Topic 3

Add Picard,Jessica as a hew ER patient in the ERO1 clinic.
Chief complaint: Fell and injured left hip while walking

- Lesson 2, Topic 4

Add Scott,Allan as a new ER patient in the ERO1clinic.
Chief complaint: Hot water burn

Acronyms: Acronyms are listed on the following slide.



Acronyms

CHCS Composite Health Care System

DEERS Defense Enroliment Eligibility Reporting System
EOD End-of-Day

ER Emergency Room

JACHO Joint Commission on the Accreditation of
Healthcare Organizations

MEPRS Medical Expense Performance and Reporting

System
MTF Military Treatment Facility
PAS Patient Appointment & Scheduling
TDB Training Database
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Instructor Notes:
The acronyms used in this course are listed here for your reference.
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Patient Appointment & Scheduling (PAS):
Emergency Room Basics

Emergency Room (ER) personnel (Clerks
and Supervisors) who process patient visits

in the ER
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Instructor Notes:
Be sure to complete a sound-check before beginning the class.

Text:
Welcome to the PAS: Emergency Room Basics course for ER clerks and

supervisors.
This course is for military treatment facility (MTF) personnel who currently process

ER patient visits.
To begin our session, let's review the agenda for the course.
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Instructor Notes:

This Table of Contents is intended for the hard-copy reader and should be skipped
for the presentation.
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Instructor Notes:
Point to each item as it is discussed.

Text:
This course will cover the following [read agenda items].



Course Objectives

Upon completion of this course, you will be able to:
e Maintain the ER-related file and table entries in CHCS

e Accurately document a patient’s ER visits from check-in
to check-out

e Print a Standard Form 558 (SF558), and selected
reports that relate to patient encounters and ER workload
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Text:
[Read the objectives.]

Now, let's advance to the next slide for an introduction to the course content.



Introduction

e Need for Training
e Target Audience
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Need for Training:
Formal training will ensure that you have the knowledge, skill, and ability to
accurately perform all tasks associated with processing ER visits.

If these tasks are performed incorrectly or not performed at all, the following
consequences may result:

* Timely evaluation of the patient may be affected if the check-in process is delayed.

* When critical clinical information is not found in a patient's medical record, this may
adversely affect a provider's decisions and cause detriment in patient care.

» Loss of workload and revenue may result if the patient encounter is not documented
or updated properly.

» Patient encounters that are incomplete will not be part of the patient’s electronic or
hard copy record; therefore, the patient’s medical history/record in CHCS may be
incomplete.

Target Audience:

This course is designed for ER personnel (clerks and supervisors) who process
patient encounters in the ER.



Introduction (cont.)

e Methodology
PowerPoint Slides
Software Demonstrations
Questions
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Methodology:

This course is designed to be delivered by an instructor in a virtual classroom
setting, which is where we are logged in today.

| will narrate the training session using PowerPoint slides; and, when possible, | will
use application sharing through the CHCS training database to demonstrate
functionality related to processing emergency room visits and printing the SF558
form and selected reports. The names and data in the training database are
fictitious, of course, but will give you a good idea of how the software functions.

| welcome your participation in the classroom discussion, and I'll ask you to respond
to quiz questions throughout the course.

Now, let’s get started with Lesson 1.



Lesson 1: File and Table

e Topic 1: ER Provider Profile
e Topic 2: ER Clinic Profile
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Instructor Notes:
Point to each topic as it is read.
Text:

In Lesson 1, our discussion will focus on how to maintain the profiles that have been
created for emergency room clinics and providers. The topics for this lesson are
listed here. [Read the topics].

Now, let’s go over the objective for Lesson 1.

10



Lesson 1 Objective

Maintain the ER-related file and table entries in CHCS.
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Text:

This is the objective for Lesson 1. By the end of this lesson, you will be able to [read
objective].

Now, let's move on to the first topic for this lesson.

11



Topic 1: ER Provider Profile
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Text:

In Topic 1, we will discuss how a new provider profile is added to an ER clinic. We'll
also review and edit profile information for providers who are currently assigned to
the selected ER clinic.

Let's look at the scenarios for this topic on the next slide.

12



Scenarios

1. Recent changes make it necessary to update the
Provider Profile file for this clinic. Add Dr. Jack as a new
provider to the clinic.

2. You need to update the duty phone number for Dr.
Calhoun.
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Text:
[Read the slide.]
Let's begin our demonstration.

13
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Demo: ER Provider Profile :
.
Scheduling Supervisor Menu
Emergency Room Menu
Select PAS System Menu Option:
HER Heu ER Patient Enter
PER Problem,Procedure & Diagnosis Enter/Edit
CER Check-0ut & Patient Instructions
UER Update aAppt History & Encounter Data
SER SF 558 Print
TER Trackable Entity (Patient) Add/Delete
JER JCAHD Control Register Print
HER Halk-In Patients
VER View Patient Appointment History
DER Disposition Processing
FER Full ER Encounter
AER Activity Date and ER Clinic Edit
EER Emergency Room Profiles Menu ¢———
MER Management Reports Menu
RER Registration Henu
Belect Emergency Room Menu Option:
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Instructor Notes:

Log into the CHCS training database (FWVBB):
Access Code: PASERP
Verify Code: PASERPV

Remember to press <Enter> after each entry you make in CHCS, as listed in the
instructions in the text.

Talk as you enter the information so the audience knows what you are entering and
why.
Text:

Your primary menu is the first menu you see when signing onto CHCS. Depending
on the facility where you work, you may have a primary menu that differs from the
one shown here.

At the ‘Select PAS System Menu Option’ prompt, type E and press the <Enter> key.

After each entry, we will press the <Enter> key.
The Emergency Room Menu displays.
Type EER to display the Emergency Room Profiles Menu.

14



Demo: ER Provider Profile (cont.)

1 Emergency Romm Clinic Profile Edit
4 tmergency Hoomm Frovider Profile kdit

Balect Emargency Room Profiles Menu Option: 2§

Edit Emergency Room Provider Profile

Boloct CLINIC: ER01

Edit Emergency Room Provider Profile

Select CLINIC: ERD1 CLINIC DIV A - TRAINING HOSPITAL BIAA
/0037

Select (Al)ctive, (I)nactive, or (Q)uit appointment types: &//
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Text:

Type 2 at the ‘Select Emergency Room Profiles Menu Option’ prompt. The Edit
Emergency Room Provider Profile screen displays.

Type EROL1 at the ‘Select CLINIC’ prompt. Confirm that the EROL1 clinic is correct by
pressing the <Enter> key.

Accept the default of ‘A’ (for Active) by pressing the <Enter> key.

15



Demo: ER Provider Profile (cont.)

HOBPITAL LOCATION: ERO1 8D ERDDM HCP PROFILE

Sulwul PROYIDER:
CALDWELL ,LORRATINE C
CALHOUN, CRATE W
TELCON, PROYIDER

HOSPITAL LOCATION: SD ERODOM HCP PROFILE

Select PROVIDER:
CALDHELL,LORRATHE C
CALHOUN, CRAIG M
TELCON, PROVIDER
DOCTOR, JACKR«—

|
DOCTOR, JACK H00-60-7008
Are you adding 'DOCTOR,JACK' as a neu PROVIDER (the 4th
for this HOSPITAL LOCATION) ? Y
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Text:

The SD EROOM HCP PROFILE screen displays with the list of current providers
assigned to ERO1.

You can add a provider to the clinic, if a record for the provider has been entered in
the Provider file.

To add a new Provider Profile for this clinic, we will position the cursor below
the last name on the list by pressing the down arrow key, and then type
DOCTOR,JACK.

Press the <Enter> key to confirm that you are adding Dr. Jack as a new provider.

16



000
0000
o000
[ L X
. . (L J
Demo: ER Provider Profile (cont.)| ¢
: :
PROVIDER: DOCTOR,JACK SD EROOM HCP PROFILE -- CONTIMUATION
PROVIDER: DOCTOR, JACK
PROVIDER TAXONOMY: 207RCO0D0DX
PHYSICIANS/ALLOPATHIC/OSTEOPATHIC/ INTERNAL MEDICINE/CARDIOVASCULAR DISEASE
CLINIC HOURS:
LOCATION:
INACTIVATION DATE:
\\[\PRUUIDER: DOCTOR, JACK 5D EROOM HCP PROFILE -- COMTINUATION
Select APPOINTHMENT TYPE:
ER
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Text:
The SD EROOM HCP PROFILE -- CONTINUATION screen displays.

This screen displays general information pertinent to the provider in the clinic (e.g.,
provider taxonomy, clinic hours, location and inactivation date).

Press the <Enter> key to display the provider’s title and duty and home phone

numbers. As always, follow your site procedures for entering information in these fields.

We will not make any changes on this screen. Press the <Enter> key until you are
returned to the previous screen.

Entering information in the ‘CLINIC HOURS’ and ‘LOCATION' fields is optional.

We will add the days and hours that this provider works. Press the <Enter> key to
access the ‘CLINIC HOURS' field and enter Wednesday — Saturday 0400 — 1600.

Press the <Enter> key until the ‘Select APPOINTMENT TYPE' prompt is displayed.

If you are not sure what appointment types are available for selection, you can type a
double question mark (?7?) at the prompt and press the <Enter> key.

We'll type ER.

17
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Demo: ER Provider Profile (cont.)| ¢
. .
PROVIDER: DOCTOR,JACK 50 EROOM HCP PROFILE -- COMTIHUATION
Select APPOINTMENT TYPE:
T
ERODH EMERGEMCY ROOM ACTIVE
fire you adding 'EROOM' as a new APPOINTMENT TYPE (the 1st
for this PROVIDER) ? Y
PROVIDER: DOCTOR,JACK 30 EROOM HCP PROFILE -- CONTIHUATION
Select APPOINTMENT TYPE:
[ 1
DURATION: 15
APPOINTMENT TYPE: EROOM 80 ERODM HCP PROFILE -- CONTIHUATION
APPOINTMENT TYPE: EROOM
DURATION: 15 wminutes STATUS: ACTIVE
WORKLDAD TYPE: COUNT
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Text:

Confirm that you are adding EROOM as a new appointment type by pressing the
<Enter> key.

Type 15 at the ‘DURATION’ field.

Press the <Enter> key through the remaining fields to accept the defaults. The
appointment type of EROOM is now added as an appointment type.

Press the <Enter> key once more to return to the list of providers. Doctor Jack has
now been added as another provider in the EROL1 clinic.

Return to the SD EROOM HCP PROFILE screen by pressing the <Enter> key.
Continue to press the <Enter> key to access the ‘File/exit’ action.

Press <Enter> again, to return to the Emergency Room Profiles Menu.
Next, we will discuss editing an existing Provider Profile.

18



Demo: ER Provider Profile (cont.)

1 Emergency Room Clinic Profile Edit
2 Emergency Room Provider Profile Edit

Select Emergency Room Profiles Menu Option: 2.

Edit Emergency Room Provider Profile

Select CLINIC: ERO1

Edit Emergency Room Provider Profile

Select CLINIC: ERD1 CLINIC DIV A - TRAINING HOSPITAL BIAn
/0037

Select (A)ctive, (I)nactive, or (QJuit appointment types: A//
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Text:

Our next scenario is that Dr. Calhoun’s duty phone number changed and we need
to update it in CHCS.

Type 2 at the ‘Select Emergency Room Profiles Menu Option’ prompt. The Edit
Emergency Room Provider Profile screen displays.

Type EROL1 at the ‘Select CLINIC’ prompt.
Accept the default of ‘A’ (for Active) by pressing the <Enter> key.



Demo: ER Provider Profile (cont.)

HOSPITAL LDCATION: ERO1 SD ERDOM HCP PROFILE

Select PROVIDER:
CALHOUN, CRAIG M
DOCTOR, JACK

TELCOH, PROVIDER

PROVIDER: CALHOUM,CRAIG M SD EROOM HCP PROFILE -- COMTIMUATION

PROVIDER: CALHOUM,CRAIG M
PROVIDER TAXOHOMY: 207X00000%
PHYSICTANS/ALLOPATHIC/DSTEDPATHIC/ORTHOPAEDIC SURGERY

CLINIC HOURS:
LOCATION:
INACTIVATION DATE:

PROVIDER: CALHOUN,CRAIG M SD EROOM HCP PROFILE -- CONTINUATION

TITLE: PHYSICIAH
DUTY PHOWE: 202-277-9494
HOME PHONE:
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Text:

The SD EROOM HCP PROFILE screen displays with the list of current providers
assigned to the EROL1 clinic.

Press the <Up Arrow> key to place your cursor on Dr. Calhoun’s name and press
the <Enter> key.

Press the <Enter> key until you reach the ‘DUTY PHONE’ field, and then enter the
new telephone number. [Note: Enter any phone number you wish to use.]

Press the <Page Down> key until ‘File/exit’ is displayed, and then press the
<Enter> key to exit and save the changes.

Press the <Enter> key again to return to the Emergency Room Profiles Menu.
Now, | have a question for you?

20



Question
True or False:

The ‘CLINIC HOURS’ and ‘LOCATION’ fields are
required fields when adding an ER provider to the ER
Provider profiles.

£
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Text:

The answer is False. Topic discussed on slide 17. The ‘CLINIC HOURS’ and
‘LOCATION' fields are not required when adding a provider to the ER Provider
profiles. Data in these fields are for information only.

Let's move on to Topic 2.

21
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Topic 2: ER Clinic Profile
(EMERGENCY|

Text:
In Topic 2, we will discuss how to edit an existing ER Clinic Profile.
Let's begin the demonstration.
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Demo: ER Clinic Profile

1 Emergency Room Clinic Profile Edit
2 Emergency Room Provider Profile Edit

Belect Emergency Room Profiles Menu Option: 1

Edit Ewmergency Room Clinic Profile

Select CLINIC: ERD1

Edit Emergency Room Clinic Profile

Select CLINIC: ERMM CLINIC DIV A - TRAINING HOSPITAL BIAA
f0037
Select (A)ctive, (I)nactive, or (0)uit appointment types: A//
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Text:

Type 1, to access the Emergency Room Clinic Profile Edit option. You are prompted
to enter the name of the clinic.

Type ERO1 at the ‘Select CLINIC’ prompt.
Press the <Enter> key to accept the default of ‘A’ (for Active) appointment types.
The SD EROOM CLINIC PROFILE screen displays.
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Demo: ER Clinic Profile (cont.) |
. .
HOSPITAL LOCATION: ERO1 SD EROOM CLINIC PROFILE
Name: ERO1 Abbreviation: ERO1
Facility: WALTER REED AMC WASHINGTOW DC
Division: DIV A - TRAIMING HOSPITAL
Building MName:
Bui Iding Humber:
Street Address: 1610 CONSTITUTION AVE
ZIP: 20307
City: WASHINGTOM
State: DISTRICT OF COLUMBIA
Activation Status: ACTIVATED
ATC Reporting: YES
Telephone:
Service: EMERGEMCY MEDICAL SERVICE
Department: PRIMARY CARE DEPARTMENT
MEPRS Code: BIAA
Cost Pool Code:
Clinic Type: COUNT
Clinic Location:
Clinic Availability:
fisk for Help = HELP Screen Exit = F10 File/Exit = DO TINSERT OFF]|
Personal Data - Privacy Act of 1974 (PL 93-579)
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Text:

This is the first of four SD EROOM CLINIC PROFILE screens. The majority of the
information for the Clinic Profile will have been entered by the System Specialist
when the file and table entries were initially created on your CHCS platform.
However, you can enter the ‘Building Name,’ ‘Building Number’, etc.

Let's press the <Enter> key to access the ‘Telephone’ field and enter 555-5555.

Let's continue to press the <Enter> key through these fields until the next page
displays.

24



00
0000
[ X
[ XN
. . . ( X J
Demo: ER Clinic Profile (cont :
. .
HOSPITAL LOCATION: EROD1 50 EROOM CLINIC PROFILE -- COMTINUATION
Select CLINIC SPECIALTY:
HOSPITAL LODCATION: ERO1 50 EROOM CLINIC PROFILE -- CONTINUATIOM
Select CLINIC SPECIALTY:
[ 1
921 EMERGENCY MEDICINE
Are you adding '921' as a neu CLINIC SPECIALTY (the 1st
for this HOSPITAL LOCATION) ? Y
HOSPITAL LOCATION: ERO1 5D EROOM CLIWIC PROFILE -- CONTIMUATIONW
Select CLIMNIC SPECIALTY:
EMERGENCY MEDICIME
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Text:
The second screen for the Emergency Room Clinic Profile displays.
Type Emer at the ‘Select CLINIC SPECIALITY’ prompt.

You are prompted to add Emergency Medicine as the Clinic Specialty. Press
<Enter> to confirm your response.

Emergency Medicine now displays as the clinic specialty for the ERO1 hospital
location.

Press the <Enter> key to advance to the next screen.

25
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Demo: ER Clinic Profile (cont :
. .
HOSPITAL LOCATION: ERO1 8D EROOM CLINWIC PROFILE -- CONTINUATION
Is This An Emergency Room: YES
Provider Hame To Default In CER Option: CALHOUHW,CRAIG M
Default Of HOW For Date/Time Of Releasse: YES
Default Printer: PRACTICE PRINTER A
Print 8F 558 Default In HER Option: YES
Print SF 558 Default In CER Option: YES
HOSPITAL LOCATION: ERD1 SD EROOM CLIMNIC PROFILE -- COWMTINUATIOM
Select APPOINTMENT TYPE:
ERDOM
T-CON*
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Text:

Here you see that this hospital location is defined as an Emergency Room.
[Instructor Note: Press the <Enter> key to the next field: ‘Provider Name To
Default In CER Option.’

This field identifies the provider who will be defaulted when patients are checked out
of the emergency room clinic. The ERO1 location currently has Dr. Calhoun as the
default provider. This is a default value only, so you can edit this data, if needed.

Today we do not want to have a default provider, so let's remove Dr. Calhoun’s
name. Press the <Spacebar> key several times, and then press the <Enter> key.
The field is now blank.

Let’s continue to press the <Enter> key until the appointment types are displayed.

We will not make any changes to the appointment types. Press the <Page Down>
key and the <Enter> key three times to access the ‘File/exit’ action, and then return
to the ER Menu.

Now, let’s test your knowledge with another question.



Question

The default provider’s name will display when:

A. A patient is entered as a new ER patient
B. A trackable entity is added
C. A patient is checked out of the ER

£
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Text:

The correct answer is C. The default provider's name will display when a patient is
checked out of the ER.

Topic discussed on slide 26.
Now, let's move on to Lesson 2.
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Lesson 2: Processing ER Visits

e Topic 1: New ER Patient Enter (NER) Option

e Topic 2: Update Appointment History & Encounter Data
(UER) Option

e Topic 3: Trackable Entity (Patient) Add/Delete (TER)
Option

e Topic 4: Check-Out & Patient Instructions (CER) Option

e Topic 5: View Patient Appointment History (VER) Option

e Topic 6: Activity Date and ER Clinic Edit (AER) Option
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Instructor Notes:
The topics for this lesson are continued on the following slide.
Text:

In Lesson 2, we will discuss the various components involved in processing ER
visits. The topics will be based on options from the Emergency Room Menu.

Topics 1 — 6 for this lesson are listed here. [Read the topics].
Let’'s go over the remaining topics on the next slide.

28



Lesson 2: Processing ER
Visits (cont.)

e Topic 7: Full ER Encounter (FER) Option
e Topic 8: Disposition Processing (DER) Option
e Topic 9: Walk-In Patients (WER) Option
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Text:
These are the additional topics for Lesson 2. [Read the topics].
Next, let's go over the objective for Lesson 2.

29



Lesson 2 Objective

Accurately document a patient’s ER visit from check-in to
check-out.
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Text:

This is the objective for Lesson 2. By the end of this lesson, you will be able to
[read objective].

Now, let's move on to Topic 1.

30



Topic 1: New ER Patient Enter
(NER) Option
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Instructor Notes:

Remember to press the <Enter> key after each entry you make in CHCS, as listed in the
instructions in the text.

Text:

In Topic 1, we will discuss steps used to check a patient into the emergency room. All
patients must be registered in CHCS.

Note: It is recommended that you enroll in the PAD: Patient Registration course
to learn how to register patients.
Scenario: Rachel Gaiss comes to the ER with her daughter, Amy, who fell off the

unparallel bars during gymnastics. You will use the New ER Patient Enter (NER) option to
check-in Amy Gaiss for this ER encounter.

31



Demo: NER Option :

e I Fatleat Enter

F 2 el
Trasinhls Btity dFatleaty sded/Delats

Aetlaity Coks and ER £liaie Bk
Dwerpracy Fesm Frafllss Haue
ROHITE Rty i
Esglrtretles Hem

CELLEEELEEREREL
E
¥
?

freleot Ewergency Foclt Hemy Jpelen: MER Mot ER Fotlewt Enosr

Select CLINIC: ERD1 :> ER Activity Date: 21 Jun 2001// @
Select PATIENT MAME: GAILSS, AMY J 02/555-38-9190 22 Feb 1985 F

OK? YES//

December 2008 VC_PAS_ER_Basics_InstrucGuide, v1 32

Text:

Type NER at the ‘Select Emergency Room Menu Option’ prompt.
Type ERO1 at the ‘Select CLINIC’ prompt.

Press the <Enter> key to accept the ‘ER Activity Date’ of June 21.

Type GAISS,AMY at the ‘Select PATIENT NAME’ prompt and press the <Enter>
key again to confirm that this is the correct patient.

The NEW DEERS (Defense Eligibility Enroliment Reporting System) INTERACTIVE
REQUEST — WAIT screen displays.

The training database is not connected to DEERS; therefore, we will type X to exit
the screen.

Type X again to exit the NEW DEERS INTERACTIVE REQUEST- TIMEOUT
screen.

The demographics screen displays. You may update the patient information at this
time by accessing either the Full or Mini Registration option.

We’'ll press the <Enter> key to accept the default of “C”, to continue.

32
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Demo: NER Option (cont.) :
. .
PATIENT APPOINTMENT: GAISS,AMY J NEH ER PATIENT ENTER
PATIENT: GAISS,AMY J FMP/88H: 02/555-38-9190
CATEGORY: USAF FAM MBR RET
ARRIVAL DATE/TIME: 21 Jun 2001@1548
CHIEF COMPLAINT: Pt fell off the unparallel bars/pain in left arm
METHOD OF TRANSIT: PRIVATELY OWMED YEHICLE
APPOINTMENT TYPE: ERDOM EMERGEHNCY ROOM
HISTORY OBTAINED FROM: MOTHER OF PATIENT
THIRD PARTY PAYER: MO
ARRIVAL CATEGORY: EMERGEMCY
MEPRS CODE: BIaA
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Instructor Notes:
The New ER PATIENT ENTER screen continues on the next screen.
Text:
The NEW ER PATIENT ENTER screen displays.
Enter the information for each field as follows:
ARRIVAL DATE/TIME: 21 Jun 2001@1428 <Enter>
CHIEF COMPLAINT: Pt fell off the unparallel bars/pain in left arm
METHOD OF TRANSIT: POV (Privately Owned Vehicle)
APPOINTMENT TYPE: EROOM <Enter>
HISTORY OBTAINED FROM: MOP (Mother of Patient)
THIRD PARTY PAYER: NO <Enter>
ARRIVAL CATEGORY: EMERGENCY
MEPRS CODE: BIAA <Enter>
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Demo: NER Option (cont.) :
FATIENT: @sISS,80HY J HEM ER PATIENT EWTER -- GWTIHUAJTIQ’H
PATIENT:  QAISS,AHY o FHP /880 02/355-28-9180

CATEGQCRY: VUOAF FAR HBR RET

HEXT OF KIN: RACHEL GAISS
HOK-PHOHE: 55%-8767
COHMHAND BECURITY:

HILITARY FLYING STATUS:

ER u 010621-00008 assigned to this eplsoda of care.
Print Encounter Form 8F558 Hork Shest: YE8//

Please enter device to print 5F558.

DEVICE: PRACTICE PRINTER A// HOME
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Text:

Type RACHEL GAISS in the ‘NEXT OF KIN’ (NOK) field.

At the ‘NOK-PHONE' field, enter the patient’s telephone number.
Note: The phone number is your choice.

Continue to press the <Enter> key until the record is filed.

Once you have entered the patient’s name in CHCS, you will be prompted to print
the SF558.

Press <Enter> to accept the default.

To print the SF558 to the screen, type HOME at the ‘DEVICE’ prompt.
Scroll up to display the SF558.

Let’s test your knowledge with another question.
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Question

True/False

A patient DOES NOT have to be registered in CHCS prior
to check-in.
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Text:
The answer is False. All patients must be registered in CHCS prior to check-in.
Topic discussed on slide 31.

If you do not know how to register a patient, please enroll in the PAD: Registration
course that is offered through the virtual classroom.

Let's move on to Topic 2.
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Topic 2: Update Appointment
History & Encounter Data
(UER) Option
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Text:
In Topic 2, we will discuss how to update an emergency room patient encounter,
which was entered through the New ER Patient Enter (NER) option.
Once the new patient’s data have been entered into CHCS using the NER option,
there are several ways you can update or edit the information:
- Enter/edit a problem, procedure, and diagnosis, using the Problem,
Procedure, & Diagnosis Enter/Edit (PER) option
- Update appointment history and encounter data, using the Update
Appt History & Encounter Data (UER) option
- Check-out the patient, providing him/her with instructions using the
CER option
We will use the UER option to update a patient’s encounter data.

Let's begin the demonstration.
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Demo: UER Option

NER Heu ER Patient Enter

PER Problem, Procedure & Diagnosis Enter/Edit
CER Check-0ut & Patient Instructions

UER Update Appt History & Encounter Data
SER SF 558 Print

TER Trackable Entity (Patient) Add/Delete
JER JCAHD Control Register Print

HER Halk-In Patients

VER View Patient Appointment History

DER Disposition Processing

FER Full ER Encounter

AER fActivity Date and ER Clinic Edit

EER Emergency Room Profiles Menu

MER Management Reports Menu

RER Registration Menu

Select Emergency Room Menu Option: UER Update Appt History & Encounter Data
Select ER PATIENT NAME: GAISS,AMY J 02/555-38-9190 22 Feb 1985 F
OK? YES//
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Text:

Type UER at the ‘Select Emergency Room Menu Option’ prompt.
Type GAISS,A at the ‘Select ER PATIENT NAME’ prompt.

Press the <Enter> key again to confirm that this is the correct patient.
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Demo: UER Option (cont.) |22

PATIENT APPOTHTMENT: GATSS, &MY .

PATIENT:  BGAISS,AMY
CATEGURY: UGAF FAH HOR RET

UPDATE APPT HISTORY & DATA

FHP/SEH: 02/555-10-91490
LR #: D10G21-0000%

APPT TYPE: EROOM
APPT STATUS: HALK=IH
HORKLDAD TYPE: COUMT
HEPRS CODE: OTAs
THIRD PARTY PAYER: WD)

Belect TRACKABLE EMTITY:

SECOMDARY PROVIDER: CALHUUN, CHALG H

Iy

PATIENT: GATSH, AMY J

PATIENT: GALEE, AMY J
CATEGORY: UGAF FAM MER RET

UPDATE APPT HTATORY & OATA — CONTINUATION

PHP/EEN: 02/555-38-3180
ER #: 01082100005

NEXT OF KIM: RACHEL GAIHE
MNIK-PHINE: 344-3333
COMHAND SECURITY:
HILLTARY FLYING HTATUH:

December 2008
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MEH Meu ER Patient Enter

PER Frobles, Procedure & Diagnosis Enter/Edit
CEH  Check-Out & Patient Instructions

UEH  Update Appt Nistory & Encounter Data
SER HF 550 Print

ity (Patient) Add/Delets
Register Print

ant History

Beloct Emergency Room Menu Dption:
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Text:

The UPDATE APPT HISTORY & DATA screen displays.

Dr. Calhoun, the Orthopedic Specialist, assisted the primary physician in the ER.
Press the <Enter> key to access the ‘SECONDARY PROVIDER' field, and then type

CALDWELL.

Press the <Enter> key to accept the ‘File/exit’ action. Continue to press the <Enter>

key until you are returned to the Emergency Room Menu.

Let’s move on to Topic 3.
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Topic 3: Trackable Entity set
(Patient) Add/Delete (TER) Option
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Text:

In Topic 3, we will discuss the Trackable Entity (Patient) Add/Delete option, which
allows you to add and delete trackable entities in a patient record.

Trackable entities are items that the ER staff might issue to a patient such as
crutches, canes, and wheelchairs. A report may be printed to track such items.

Scenario: Jessica Picard has come to the ER for pain in her left hip after falling.
The ER will loan her a wheelchair to use. Add the wheelchair as a trackable entity to
her ER encounter.

Let's begin our demonstration.
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Demo: TER Option :

NER New ER Patient Enter

PER Problem,Procedure & Diagnosis Enter/Edit
CER Check-0ut & Patient Instructions

UER Update Appt History & Encounter Data
SER §F 558 Print

TER Trackable Entity (Patient) Add/Delete .
JER JCAHO Control Register Print 1
WER MWalk-In Patients /

VER View Patient Appointment History
DER Disposition Processing

FER Full ER Encounter

AER Activity Date and ER Clinic Edit
EER Emergency Room Profiles Menu
MER Management Reports Menu

RER Registration Menu

~
S~

D.‘~.

gelect Emergency Room Menu Option: TER Trackable Entity (Patient) Add/Delete
elect ER PATIENT NAME: P6120 PICARD,JESSICA E

20/379-43-6120 09 Nov 1966 F A3
OK? YES//
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Text:

Type TER at the ‘Select Emergency Room Menu Option’ prompt.

Type P6120 at the ‘Select ER PATIENT NAME’ prompt.

Confirm that Jessica Picard is the correct patient by pressing the <Enter> key.
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Demo: TER Option (cont :
. .
PATIENT APPOIMTHMEMT: PICARD,JESSICA E TRACKABLE ENMTITY EWTER/EDIT
PATIENT: PICARD,JESSICA E FHP/5SH: 207379436120
CATEGORY: USA ACTIVE DUTY ER #u: 010621-00006
Select TRACKABLE ENTITY:
7
PATIENT APPOINTMENT: PICARD,JESSICA E TRACKABLE ENTITY ENTER/EDIT
PATIENT: PICARD,JESSICA E FMP/88H: 207379436120
CATEGORY: USA ACTIVE DUTY ER u: 010621-00006
Select TRACKABLE ENTITY:
I
CAME  CHE  CAME
LEG BRACE  LBR  BRACE
PAIR OF CRUTCHES CRS  CRUTCHES
WHEELCHAIR ~ WCR  WHEELCHAIR
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Text:
The TRACKABLE ENTITY ENTER/EDIT screen displays.

Type a double question mark “??’ at the ‘Select TRACKABLE ENTITY’ field, and
then press the <Enter> key twice to display a list of trackable entities. Additional
trackable entities may be added via the Trackable Entity Enter/Edit option on the
File/Table Maintenance Menu.

Press the <Down Arrow> key until the cursor is blinking next to ‘WHEELCHAIR’
and press the <End> key, which is our select key.

The system will populate ‘WHEELCHAIR’ under Select Trackable Entity. Press the
<Enter> key twice to save the entry and return to the Emergency Room Menu.

Now, let's move to Topic 4.
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Topic 4: Check-Out & Patient | 22
Instructions (CER) Option
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Text:

In Topic 4, we will discuss how to check patients out the ER and process their
instructions.

Scenario: Allan Scott has been treated in the ER for a hot water burn and is ready
to be sent home to rest for three days. You must check this patient out of the ER
and give him follow-up instructions.

Let’s begin the demonstration.



Demo: CER Option

MER Neu ER Patient Enter

PER Proh lem,Procedure & Diagnhosis Enter/Edit
CER Check-0Out & Patient Instructions

UER Update Appt History & Encounter Data
SER 9F 558 Print

TER Trackable Entity (Patient) Add/Delete
JER JCAHD Control Register Print

HER Halk-In Patients

VER Vieu Patient Appointment History

DER Disposition Processing

FER Full ER Encounter

AER Activity Date and ER Clinic Edit

EER Emergency Room Profiles Menu
MER Management Reports Menu
RER Registration Menu

Select Emergency Room Menu Option: CER Check-0Out & Patient Instructions
Select ER PATIENT NAME: 86504 B8COTT,ALLAN A
20/600-60-6504 22 Apr 1975 M AOD2
OK? YES//
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Text:
Type CER at the ‘Select Emergency Room Menu Option’ prompt.

Type S6504 (Scott,Allan) at the ‘Select ER PATIENT NAME’ prompt and confirm
that Allan is the correct patient by pressing the <Enter> key.

43



Demo: CER Option (cont.)

PATIENT APPOINTMENT: SCOTT.ALLAN A CHECK-0DUT & PAT INSTRUCTIONS

PATIENT: SCOTT,ALLAN A FMP/8SN: 20/600-60-6504
CATEGORY: USA ACTIVE DUTY ER #: 010621-00006

PROVIDER: CALDHELL,LORRAINE C <—

DATE/TIME SEEN BY PROVIDER: 21 Jun 2001@0815 <+—

DATE/TIME OF RELEASE: 21 Jun 2001@1021

WORKLDAD TYPE: COUNT

OUTPATIENT DISPOSITION: HOME <—

MODIFIED DUTY UNTIL: 24 Jun 2001

REFERRED TO: PRIORITY:

ADMITTED TO:

ARRIVAL CATEGORY: EMERGEHCY <— RELEASE CONDITIDN: IMPROVED <+—
ARRIVAL DATE/TIME: 21 Jun 2001@0914
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Instructor Notes:

The text for this slide is continued on the next slide.

Text:

The CHECK-OUT & PAT INSTRUCTIONS screen displays.

The cursor is blinking in the ‘PROVIDER' field. If Allan Scott’s provider has a record
populated in the Clinic Profile, the provider's name would display here. This field
should not be left blank. It will cause the End-of-Day (EOD) report for this ER to be
delinquent, and stat reports will not run.

Dr. Caldwell saw the patient. Type CALD at the ‘PROVIDER’ prompt, and then
press the <Enter> key twice.

Type T@0904 in the ‘DATE/TIME SEEN BY PROVIDER' field. Make sure that the
time in this field is after the patient’s arrival time and before the current time.
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Demo: CER Option (cont.)

PATIENT APPOINTMENT: SCOTT.ALLAN A CHECK-0DUT & PAT INSTRUCTIONS

PATIENT: SCOTT,ALLAN A FMP/8SN: 20/600-60-6504
CATEGORY: USA ACTIVE DUTY ER #: 010621-00006

PROVIDER: CALDHELL,LORRAINE C <—

DATE/TIME SEEN BY PROVIDER: 21 Jun 2001@0815 <+—

DATE/TIME OF RELEASE: 21 Jun 2001@1021

WORKLDAD TYPE: COUNT

OUTPATIENT DISPOSITION: HOME <—

MODIFIED DUTY UNTIL: 24 Jun 2001

REFERRED TO: PRIORITY:

ADMITTED TO:

ARRIVAL CATEGORY: EMERGEHCY <— RELEASE CONDITIDN: IMPROVED <+—
ARRIVAL DATE/TIME: 21 Jun 2001@0914

December 2008 VC_PAS_ER_Basics_InstrucGuide, v1 45

Instructor Notes:
Continuation from previous slide.
Text:

Press the <Enter> key until you access the ‘OUTPATIENT DISPOSITION' field,
and then type HOME.

If the patient had been referred to a ward or clinic, you would enter that information
in the ‘REFERRED TO'’ field.

If the patient was referred to another location, the ‘PRIORITY’ field is used to
indicate how soon this must happen.

You would enter the name of the ward in the ‘ADMITTED TO'’ field if the patient was
being admitted. Press the <Enter> key to access the ‘MODIFIED DUTY UNTIL’
field, and then type T+3.

Type IMPROVED in the ‘RELEASE CONDITION'’ field.
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Demo: CER Option (cont :
. .
PATIENT APPOINTMENT: SCOTT,ALLAN  CHECK-OUT & PAT INSTRUCTIOWS -- CONTIMUATIOW
METHOD OF TRANSIT: PRIVATELY OWMED VEHICLE
EHMCOUNTER: 21 Jun 2001@1621 CHECK-0UT & PAT INSTRUCTIONS -- COMWTINUATION
PATIENT: SCOTT,ALLAN A FHP/SSH: 20/600-B0-6504
CATEGORY: USA ACTIVE DUTY ER #: 010621-00006
CHIEF COMPLAINT: HOT WATER BURH
PATIENT INSTRUCTIONG:
Do not cover damaged area. Return immediately at first sign of infection.
ER COMMENT: 2WD DEG BURM TO LEFT FOOT.
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Text:

The system skips the ‘Arrival Date/Time’ field and displays the method of transit.
Press the <Enter> key.

Data in the ‘CHIEF COMPLAINT field was entered during patient check-in and can
be edited here by typing over it; or you can press <Enter> to accept the default.
We’'ll accept the default.

In the ‘PATIENT INSTRUCTIONS' field, type: Do not cover damaged area.
Return immediately at first sign of infection.

Press the <Enter> key to access the ‘ER COMMENT field, and then type: 2" DEG
BURN TO LEFT FOOT.

Press the <Enter> key to access the ‘File/exit’ action.

We will not print the SF558; so type N at the ‘Print Encounter Form SF558 Work
Sheet: YES/I' prompt.

The Emergency Room Menu displays.
Let’s test your knowledge with another question.
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Question

Multiple Choice:

If the field is left blank, it will cause the EOD
report for the ER to be delinquent, and stat reports will
not run.

A. Clinic

B. Release Condition

C. Provider

D. None of the above
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Text:
The correct answer is C — Provider. The ‘PROVIDER'’ field should not be left blank.

It will cause the EOD report for this ER to be delinquent, and stat reports will not
run.

Topic discussed on slide 44.

Let's move on to Topic 5.

47



Topic 5: View Patient Appointment| 2::
History (VER) Option
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Text:

In Topic 5, we will demonstrate how to view a patient’s appointment history.
Sometimes, patients will not remember the name of their provider, or will request a
list of future appointments. The View Patient Appointment History (VER) option is
used to quickly look up a patient’s past and future (pending) appointments and Wait
List requests. After viewing the appointment history for the patient, you can also
check appointment histories for other family members.

Scenario: A cardiac patient has arrived at the ER via ambulance and needs
immediate attention. You discover that this patient has been seen previously at this
facility and you need to see this patient’s appointment history.

Let’s begin our demonstration.
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Demo: VER Option :
HER New ER Patient Enter
PER Prob lem,Procedure & Diagnosis Enter/Edit
CER Check-0Out & Patient Instructions
UER Update Appt History & Encounter Data
SER SF 558 Print
TER Trackable Entity (Patient) Add/Delete
JER JCAHO Control Register Print
HER Halk-In Patients
VER Vieu Patient Appointment History
DER Disposition Processing
FER Full ER Encounter
AER fActivity Date and ER Clinic Edit
EER Emergency Room Profiles Menu
MER Management Reports Menu
RER Registration Menu
Belect Emergency Room Menu Option: ver
Select PATIENT MAME: SAMDERS,ALLAN #A
20/600-60-6501 16 Mar 1975 M AD3
OK? YES//
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Text:

Type VER at the ‘Select Emergency Room Menu Option’ prompt to access the View
Patient Appointment History option.

Type SANDERS,ALLAN at the ‘Select PATIENT NAME’ prompt.
Press the <Enter> key to confirm that this is the correct patient.
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Demo: VER Option (cont .
. .
Select PATIENT NAME: SANDERS, ALLAN A
20/600-60-6501 16 Mar 18975 M AO3

Select (Fluture, (Plast, (W)ait List, (8)pecific Date, or (Qluit: F// P

Display only PAST appts.

Select DEVICE:

DISPLAY PATIENT APPODINTHMENTS
Personal Data - Privacy aAct of 1974 (PL 93-579)
PAST APPOINTMENTS FOR SANDERS,ALLAN A& 20/600-60-6501
TYPE/DUR

CLINIC/DIV PROVIDER DATE/TIME DTL CODES STATUS

ORTHOPEDIC CLINIC/DIVA ANDREWS, CAR 15Jun2001@0700 NEW/30 KEPT APPT

ER11/DIVA NO PROVIDER 20Jun2001@1100 EROOM/ HALK=-IN

EMERGENCY ROOM/DIVA NO PROVIDER 20Jun2001@1638 EROOM/30 HALK-IH

Press <RETURN> to continue

Display/Print fppointment History of Other Family Members? HO//

December 2008 VC_PAS_ER_Basics_InstrucGuide, v1 50

Text:

A prompt displays and allows you to choose (F)uture, (P)ast, (W)ait List, (S)pecific
Date, or (Q)uit regarding the patient appointments.

Type P at the prompt to view the past appointments.
Press <Enter> at the ‘Select DEVICE’ prompt to display the data on the screen.

Press <Enter> to continue. We now have the opportunity to view other family
members’ appointments; however, we will accept the default of ‘No’ by pressing the
<Enter> key.

Let's move on to Topic 6.

50



Topic 6: Activity Date and ER | 23¢
Clinic Edit (AER) Option
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Text:

In Topic 6, we will discuss the Activity Date and ER Clinic Edit (AER) option. This
option allows you to change the clinic and/or activity date used while accessing
options on the Emergency Room Menu during your current session.

We previously discussed the different ways of updating or editing a patient’s
information once it had been entered into CHCS using the UER option.

Scenario: In the CHCS training database, today is Jun 21, 2001. On the previous
day, patient SANDERS,ALLAN was treated in the ER, then released. You have
received supplemental information concerning this encounter that must be entered
into the system. We need to change the ER activity date.

Let’s begin.
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Demo: AER Opti o
emo: ption :
HER Hew EW Palienl Entur
PCR Problem, Procedure & Diagnosis Enter/Cdit
CLR Check-0ut & Patient Instructions
UCR Update Appt History & Cncounter Data
SFR 8F G0 Print
TFR Trackahle Fontity (Patiant) add/Delata
JFR JACAHD Contenl Registear Print
WER Hulk-1n Palienls
VER Wiew Patienl dppointment Hislory
DER Disposition Processing
LR Full LR Lncounter
HER fictivity Date and CR Clinic Edit
CCR Emergency Room Profiles Menu
MFR Hananemant Reports Manu
RFR Renistration Manu
Belect Ewergency Room Menu Dption: NER fctivity Date and ER Clinic Edit
Select CLINIC: ER11 CLINIC DIY A - TRAINING HOSPITAL BInA
0037
ER Activity Date: 21 Jun 20017/ T-1 (20 Jun 2001)
HARNING: Appointment Date/Time is earlier than Log Date of 21 Jun 2001
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Text:
Type AER at the ‘Select Emergency Room Menu Option’ prompt to access the
Activity Date and ER Clinic Edit option.

At the ‘Select CLINIC’ prompt, type ER11.
Type T-1 at the ‘ER Activity Date’ prompt.

In the third box on the screen, note that the ER Activity Date has been changed to
20 Jun 2001.

A warning message briefly displays, informing you that the appointment date and
time is earlier than the current Log Date. The system then returns you to the
Emergency Room Menu.

Let's move on to Topic 7.



Topic 7: Full ER Encounter
(FER) Option
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Text:
In Topic 7, we will discuss the Full ER Encounter (FER) option.

Patient data often changes. Using the FER option allows you to enter or edit all
encounter-related information. Being familiar with this option can save you a lot of
time as you perform your tasks.

We will continue with the scenario that we have received additional information on
our patient, Allan Sanders, who was seen yesterday. We have changed the activity
date. Now, let's annotate the encounter.
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Demo: FER Option

NER Heu ER Patient Enter

PER Problem, Procedure & Diagnosis Enter/Edit
CER Check-0Out & Patient Instructions

UER Update Appt History & Encounter Data
SER SF 558 Print

TER Trackable Entity (Patient) Add/Delete
JER JCAHO Control Register Print

HER Halk-In Patients

VER Vieuw Patient Appointment History

DER Disposition Processing

FER Full ER Encounter

AER Activity Date and ER Clinic Edit

EER Emergency Room Profiles Menu

MER Management Reports Menu

RER Registration Menu

Select Emergency Room Menu Option: FER Full ER Encounter
Select ER PATIENT NAME: 8650

1 86501 SAMDERS,ALLAN A 20/600-60-6501 16 Mar 1975 M AO3
2 56501 SANDERS, ANN 30/600-60-6501 26 Apr 1977 F
3 56501 SAHDERS, ANDY 01/600-60-6501 03 May 1998 M
4 56501 SAMDERS,ALICE 02/600-60-6501 14 Feb 1884 F

Choose 1-4:
Personal Data - Privacy Act of 1974 (PL 93-579)
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Text:

Type FER at the ‘Select Emergency Room Menu Option’ prompt, and the ‘Select
ER PATIENT NAME’ prompt displays.

Type S6501 to display a list of patients that meet the criteria.
Type 1 at the ‘Choose 1- 4’ prompt.



Demo: FER Option (cont.) :

PATIENT APPOINTMENT: SANDERS,ALLAN A CHECK-OUT & PAT INSTRUCTIONS
PATIENT: SANDERS, ALLAN A FMP/SSN: 20/600-60-6501
CATEGORY: USA ACTIVE DUTY ER ®#: 010620-00001

PROVIDER: QUURM,ELAINE

DATE/TIME S8EEN BY PROVIDER: 20 Jun 2001@1200

DATE/TIME OF RELEASE: 20 Jun 2001@1500

WORKLDAD TYPE: COUNT

OUTPATIENT DISPOSITION: HOME

MODIFIED DUTY UWTIL: 24 Jun 2001

REFERRED TO: PRIORITY:

ADMITTED TO:

ARRIVAL CATEGORY: EMERGEHCY RELEASE CONDITION: IMPROVED
ARRIVAL DATE/TIME: 20 Jun 2001@1100
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Text:

The CHECK-OUT & PAT INSTRUCTIONS screen displays.
This is the same screen in which you entered data to check-out an
individual patient.

We’'ll update the fields as follows:

DATE/TIME SEEN BY PROVIDER: T-1@1200
DATE/TIME OF RELEASE: T-1@1500
OUTPATIENT DISPOSITION: HOME
MODIFIED DUTY UNTIL: T+3

ARRIVAL CATEGORY: EMERGENCY
RELEASE CONDITION: IMPROVED
ARRIVAL DATE/TIME: 20 Jun 2001@1100
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Demo: FER Option (cont.)

ENCOUNTER: 21 Jun 2001@1246 CHECK-DUT & PAT INSTRUCTIONS -- CONTINUATION
PATIENT: SANDERS, ALLAN A FMP/SSN: 20/600-60-6501
CATEGORY: USA ACTIVE DUTY ER #: 010621-00007
CHIEF COMPLAINT: PAIN IN LEFT AMELE

PATIENT INSTRUCTIONS:

Stay off of foot, keep foot elevated uhen possible, apply ice

EHCOUNTER: 20 Jun 200121100 PROBLEM PROCEDURE & DIAGHOSTS -- CONMTINUATION

PATIENT: SANDERE, ALLAN A FMP/SEM: 20/600-6A-6501
CATEGORY: USA ACTIVE DUTY OFFICER ER ®: D10620-00001

Select DIAGHDEIS:
gra.0

8elect DIAGHOETR (FREE TEXT):
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Text:
Press the <Enter> key until you access the ‘PATIENT INSTRUCTIONS' field, and
then type Stay off of foot, keep foot elevated when possible, apply ice.

Press the <Enter> key until you are prompted to print the SF588.

We will not print the SF558; therefore, type N at the ‘Print Encounter Form SF558
Work Sheet: //[YES’ prompt.

Continue to press the <Enter> key to the ‘Select TRACKABLE ENTITY” field. Type
PAIR, and then press the <Enter> key to add “PAIR OF CRUTCHES” as a trackable
entity.

Continue to press the <Enter> key until you accept the ‘File/exit’ action and the
PROBLEM PROCEDURE & DIAGNOSIS -- CONTINUATION screen displays.

Type 824.9 as the diagnosis. You may have received this information from the
attending provider, or you may ask the appropriate personnel for this data.

We will type N in the ‘JOB RELATED' field.
Type Broken Ankle in the ‘Select DIAGNOSIS (FREE TEXT)' field:
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Demo: FER Option (cont .
. .
PATIENT: SCOTT,ALLAN A FMP/85N: 20/600-60-6504
CATEGORY: USA ACTIVE DUTY OFFICER ER #: 010621-00001
Select PROBLEM CODE:
ENCOUNTER: 21 Ju PROBLEM PROCEDURE & DIAGMOSIS -- CONTINUATION -- CONTIMUATION
PATIENT: SCOTT,ALLAN A FMP/85H: 20/600-60-6504
CATEGDRY: USA ACTIVE DUTY OFFICER ER #: D10621-00001
Select PROCEDURE:
Select PROCEDURE (FREE TEXT):
CAST
December 2008 VC_PAS_ER_Basics_InstrucGuide, v1 57

Text:

Since we do not want to enter a new problem code, press <Enter> to exit the field.

You may enter a code for a procedure that was performed for this patient in the
‘Select PROCEDURE' field.

Let's press the <Enter> key to access the ‘Select PROCEDURE (FREE TEXT)’
field, and then type Cast.

The next prompt is: ‘Are you adding ‘Cast’ as a new PROCEDURE (FREE TEXT)
(the 18t for this ENCOUNTER)?’ Press the <Enter> key to confirm that you are
adding it as a new procedure.

Press <Enter> until the Emergency Room Menu displays.
Now, it's time for another question.
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Question

Multiple choice:

Which menu option allows you to update all of the
patient’s encounter data?

A. PER - Problems, Procedures and Diagnosis
B. FER — Full ER Encounter

C. UER - Update, Appt History Encounter Data
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Text:

The answer is B — Full ER Encounter. This option allows you to enter or edit data
for parameters available in the Check-out & Patient Instructions, Update
Appointment History & Encounter Data, and the Problem, Procedure & Diagnosis
Enter/Edit options for an individual encounter.

Topic discussed on slide 53.
Let’s move on to Topic 8.
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Topic 8: Disposition Processing
(DER) Option
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Text:

In Topic 8, we will discuss the Disposition Processing (DER) option. This option
allows you to disposition (discharge) an individual patient, or all patients, from an
emergency room on a specific date.

The steps for dispositioning all patients at once are similar to the steps you use to
check-out patients individually except as follows:

- The system automatically calls up each patient for you, instead of you having
to enter each patient’'s name one at a time.

- The system keys off an entry in the ‘Outpatient Disposition’ field. That is, if
the ‘Outpatient Disposition’ field is not filled in, the system locates and
presents the patient data display for disposition at this time.

- If the ‘Outpatient Disposition’ field is filled in, the system bypasses that
patient.

Scenario: The ER personnel have checked in several patients who have been
treated in the last several hours. No one has had an opportunity to disposition any
of the patients until now. You must now disposition the patients.

Let's begin the demonstration.
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Demo: DER Option .
NER Heu ER Patient Enter
PER Problem,Procedure & Diagnosis Enter/Edit
CER Check-0ut & Patient Instructions
UER Update Appt History & Encounter Data
SER SF 558 Print
TER Trackable Entity (Patient) Add/Delete
JER JCAHD Control Register Print
HER Halk-In Patients
VER Vieu Patient Appointment History
DER Disposition Processing
FER Full ER Encounter
AER fAictivity Date and ER Clinic Edit
EER Emergency Room Profiles Menu
MER Management Reports Menu
RER Registration Menu
Select Emergency Room Menu Option: DER Disposition Processing
Start Date/Time to Begin Processing: TODAY®@0001// (21 Jun 2001@0001)
*% HARNING #* There are undispositioned patients for 21 Jun 2001@0001.
Select PATIENT: ALL//
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Text:
Type DER at the ‘Select Emergency Room Menu Option’ prompt.

The start date in which to begin the process prompt displays. Press the <Enter>
key to accept the default date.

A warning message displays indicating that there are patients who have not been
dispositioned prior to today’s date.

The procedure of dispositioning all patients at once is generally something that
occurs when patient workload and/or hospital staffing does not permit individually
checking out each patient as he/she leaves the ER.

At the ‘Select PATIENT’ prompt, accept the default of ALL and press <Enter>.
The CHECK-OUT & PAT INSTRUCTIONS screen for SCOTT,ALLAN displays.



Demo: DER Option (cont.)

PATIENT APPOINTMENT: SCOTT,ALLAN A CHECK-0OUT & PAT INSTRUCTIODNS

PATIENT: SCOTT,ALLAN A FHP/SSH: 20/600-B0-6504
CATEGORY: USA ACTIVE DUTY ER #: 010621-00001

PROVIDER: QOUURH,ELAINE

DATE/TIME SEEN BY PROVIDER: 21 Jun 2001@i100

DATE/TIME OF RELEASE: 21 Jun 2001@1130

HORKLOAD TYPE: COUNT

OUTPATIENT DISPOSITION: HOME

MODIFIED DUTY UNWTIL:

REFERRED TO: PRIORITY: ROUTIHE

ADMITTED TO:

ARRIVAL CATEGORY: RELEASE CONDITION: TIHMPROVED
ARRIVAL DATE/TIME: 21 Jun 2001@0610
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Text:
Press the <Enter> key twice to accept the default of Dr. Quurn as the provider.

We'll type T@1100 as the date/time the patient was seen by the provider. Type
T@1130 as the time he was released.

Press the <Enter> key to access the ‘OUTPATIENT DISPOSITION’ field and type
Home. Confirm your entry by pressing the <Enter> key. A response must be
entered in this field, otherwise, the patient is not recorded as dispositioned from the
ER.

Type R in the ‘PRIORITY’ field to display ROUTINE.

Press the <Enter> key to access the ‘RELEASE CONDITION’ field and type I, for
“‘IMPROVED.”

Continue to press the <Enter> key until you have filed the changes to Allan Scott’s
encounter.

The next patient’s name displays.

[Instructor Note: Have the students assist you to complete the disposition process
for the remaining patients.]

Let’s continue to Topic 9.
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Topic 9: Walk-in Patients
(WER) Option
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Text:

In Topic 9, we will discuss “walking in” an emergency room patient in a clinic
other than the Emergency Room. This allows the specialist who sees the patient in
the Emergency Room to receive the workload credit in the appropriate clinic.

When you select this option, the system accesses the Unscheduled Visit  option
on the Clerk Scheduling Menu. You can then enter appointment information for
patients who do not have scheduled appointments.

For unscheduled appointments, the system automatically sets the appointment
status to Walk-In, T-Con, or Sick-Call, respectively, and sets the appointment time
to the current time and the appointment date to the current date. You may also
initiate an online DEERS check for any patient and print or delete appointment
orders and/or Wait List requests (if any).

Scenario: Your patient is in the ER after a cardiac arrest. Dr. Callahan, the
cardiologist, was called to offer his expertise. “Walk” the patient into the Cardiology
Clinic.
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Demo: WER Option

HER Hew ER Palicnl Enler

BER 8F 558 Print

HER Harlk-1
VER

falivnls

FER Full ER Encounler

PER Prob e, Procedure & Diagnosis Enler/Edil
CER Check-UOul & Palienl Instroclions
UER Updale Appl History & Encounler Dala

TEH Trackab le Enlily (Palienl] fdd/Delele
JER ACEAHD Conlrol Hegister Prind

ient Appointment Histlory
DER Disposilion Processing

nER Melivily Dale and ER Clinic Edil

EER Emergency Hoom Profiles Heono
HER Hanagemenl Heporls Heno
RER Registralion Heno

e lecl Emergency Hoom Heno Oplion: HER

Patient:
Elinie:
Elinic Phone:
Provider:
Detail Codes:

December 2008

Time Range: 0623 to D623
Dates: 21 Jun 2000 1o 21 Jun 2001

UNSCHEDULED MISTT SEARCH CRITERTA

FHP/BSH:

ATE Catagory:
Appt Type:
Duration:

v Type:
Days of Heek:

Select (Wlalk-In, (8)ick-Call, (Tlel-Consult, (DIEERS-Check, (Dluit: WA/
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Text:

Type WER at the ‘Select Emergency Room Menu Option’ prompt.
The UNSCHEDULED VISIT SEARCH CRITERIA screen displays.
At the beginning of the day, all fields displayed on the screen are blank except

for the time range and dates (the current time and date). The last clinic and provider
entered will display after the first use of the Unscheduled Visit (USV) option (or the

Walk-In Patients option on the Emergency Room Menu).

Press <Enter> to accept the default of Walk-In.
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Demo: WER Option (cont.)

HALK-TH SEARCH CRITERTA
FHP/GEN:
1L ary:

Patient, Clinic, Provider and Appointesent Type are required
(CIhange the HALK-IN critecria, or (D)uit HALK-IN: ©/F

K7 YERS
SPONSOR NAME: PICH
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Text:
The WALK-IN SEARCH CRITERIA screen displays.
The ‘Patient’, ‘Clinic’, ‘Provider’, and ‘Appointment Type’ fields are required.

Press the <Enter> key to accept the default of ‘C’ to change the walk-in criteria. A
list of selection criteria displays.

Press <F11> to select all, and then press the <Enter> key.

Type PICARD,J at the ‘Select PATIENT NAME’ prompt, and then press <Enter>
three times to confirm that this is the correct patient.

Type X to exit the NEW DEERS INTERACTIVE REQUEST — WAIT screen.

Type X once more to exit the NEW DEERS INTERACTIVE REQUEST - TIMEOUT
screen. The DEMOGRAPHICS DISPLAY screen displays.

Press <Enter> to accept the default and return to the WALK-IN SEARCH
CRITERIA screen.

Type CARDIO at the ‘Select CLINIC’ prompt.
Type 1 at the ‘Choose 1-2’ prompt.

Type CALLAHAN at the ‘Select PROVIDER’ prompt, and then press <Enter> twice
to confirm the selection.

Type A at the ‘Select APPT TYPE’ prompt, for the” Acute” appointment type.
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0000
[ X
[ XN
. [ X J
Demo: WER Option (cont :
. .
HALK-TH SEARCH CRITERTA
FHP/BEN: P0/078-43-6120
/n1va ATE Category:
Appt T EUTE AP
P Durati
Detail Codes: Srew Type:
Time Hange: 0906 Lo D906 Days of Heek:
bates: 21 Jun 2001 to 21 Jun 2000
Belect (Clhange the HALE-IN criteria, (FMle, or (OJuit HALE-IN: F/F
Select MEPRS CODE: BACA// 0037 CARDIOLOGY CLINIC
Hork load Type: COUNT//COUNT
BACA CkIn 1648
fippointment Comment: JBS
Reason for Appointment: CHEST PAIN
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Text:

Notice that the fields at the top of the WALK-IN SEARCH CRITERIA screen are
populated.

Press the <Enter> key to save the current criteria selections to be saved as your
default selection criteria.

Press the <Enter> key until the ‘Appointment Comment’ field displays, and then
type your initials.

At the ‘Reason for Appointment prompt’, type Chest Pain.
Press <Enter> until the WALK-IN SEARCH CRITERIA screen redisplays.

Type Q at the selection prompt to exit the screen and return to the UNSCHEDULED
VISIT SEARCH CRITERIA screen.

Type Q to return to the Emergency Room Menu.
Let’s test your knowledge with another question.
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Question

Multiple Choice:

You would use the WER option to walk in a patient so
that the will receive workload credit in the
appropriate clinic.

A. ER Physician

B. Specialist

C. None of the above
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Text:

The answer is B - Specialist. The WER option allows you to walk in a patient to a
clinic other than the Emergency Room so that the specialist, who sees the patient in
the Emergency Room, receives the workload credit in the appropriate clinic.

Topic discussed on slide 62.
Now, let's move to the next slide and begin our discussion of Lesson 3.
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Lesson 3: Printing Forms
and Reports

Topic 1: Print the SF558

Topic 2: Joint Commission on the Accreditation of
Healthcare Organizations (JCAHO)
Control Register

Topic 3: Management Reports
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Instructor Notes:

Log into the CHCS training database (FWVBB):
Access Code: JABBER
Verify Code: WOCKY
Menu Path: CA > PAS > EM

Text:

In Lesson 3, we will discuss the steps used to print the Standard Form 558 and
selected reports. These are the topics that we will cover in Lesson 3. [Read the
topics].

Now, let’'s go over the objective for this lesson.
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Lesson 3 Objective

Print a Standard Form 558 (SF558) and selected reports
that relate to patient encounters and ER workload.
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Text:

By the end of this lesson, you will be able to [read the objective].
Let’s begin with Topic 1.
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Topic 1: Print the SF558
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Instructor Notes:

Remember to press <Enter> after each entry you make in CHCS, as listed in the
instructions in the text.

Text:

In Topic 1, we will demonstrate the steps used to re-print the Standard Form 558
(SF558). This document is also known as an “Encounter” form.

Scenario: The printer jammed when you were printing the encounter form so you
must print another one.

Let's begin the demonstration.
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Demo: Print the SF558 :

HER Heu ER Patient Enter

PER Prob lem, Procedure & Diagnosis Enter/Edit
CER Check-0ut & Patient Instructions

UER Update Appt History & Encounter Data
SER SF 558 Print

TER Trackable Entity (Patient) Add/Delete
JER JCAHD Control Register Print

HER HWalk-In Patients

VER Vieu Patient Appointment History

DER Disposition Processing

FER Full ER Encounter

AER fActivity Date and ER Clinic Edit

EER Emergency Room Profiles Menu
MER Management Reports Menu
RER Registration Menu

Select Emergency Room Menu Option:SER
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Text:
Type SER at the ‘Select Emergency Room Menu Option’ prompt.

Type SCOTT,ALLAN at the ‘Select ER PATIENT NAME’ prompt and confirm that
this is the correct patient by pressing the <Enter> key.

At the ‘DEVICE’ prompt, you may type a double question mark to obtain a list of
printer names. Enter the name of the printer or press <Enter> to accept the default
printer, if one has been established in the clinic profile. We will type Home to
display the data on the screen.

To view the SF558, use the vertical scroll bar to scroll backwards.
Let's move on to Topic 2.



Topic 2: Joint Commission on the e
Accreditation of Healthcare :
Organizations (JCAHQO) Control
Register Print (JER) Option

'wf\’

4
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Text:

In Topic 2, we will use the JER option to demonstrate printing the Joint Commission
on the Accreditation of Healthcare Organizations (JCAHO) report.

This option allows you to print the JCAHO Control Register by clinic, division,
group, or facility for a specified date/time range. This report provides you with a list
of all patients who arrived in the ER during a specified time period.

Let's look at the scenario for this topic on the next slide.
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Demo: JER Option

Scenario:

Your supervisor has requested that you
generate today’'s JCAHO Control Register
for the ER.
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Text:
[Read the slide.]

Let’s return to the application share to begin the demonstration.
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Demo: JER Option (cont.) .

Enter/Edit

nt) Add/Delete
Register Print

nc
Date and ER Clinic Edit
cy Room Profiles Menu

mt Reports Menu

ation Henu

HER
RER

Gelect Emergency Room Henu Dption: JER

I-nint

~ommission on

fi-ccredidation af

H-ealthcare

=rganizations Control Register

e lect (£)0inic, (D)ivision, (Blroup, (AJLL for entice Facility, or (Quit: €

o lect CLINIC: ER11 CLINIC DIV A - TRAINING HOBPITAL BInn
(1T -

R Log START Date/Time (Time sust be before HIW): 21 Jun 200090001/7 (21 Jun 2
Bo0001 ) ————

ER Lag STOP Date/Time: 21 Jun 20010165744 (21 Jun 200181657)

THIS I8 M 132 COLUMH REPORTY

imlact DEVICE: <——
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Text:

Type JER at the ‘Select Emergency Room Menu Option’ prompt.
Type C at the next prompt to run the report by clinic.

Type ER11 at the ‘Select CLINIC’ prompt.

Press the <Enter> key twice to accept the default of today’s date as the start and
stop date/time.

At the ‘Select DEVICE’ prompt, press the <Enter> key to display the report on the
screen.
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Demo: JER Option (cont.) o
ALTER REED ARHY WEDICAL CENTER 3 Jun 20618353 Pags 1
it Wth
Hethad of Transit
Reord Location
% BeRA
16id
CUTPATIENT RECORDS FIL
Cant
ress <RETURN> to continue
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Instructor Notes:

Describe the report and point to the various items as you describe them. After
describing the report, press the <Enter> key to return to the Emergency Room
Menu.

Text:

This is an example of the JCAHO Control Register [describe components of the
report].

We're ready to move on to Topic 3, so let’s press the <Enter> key to return to the
Emergency Room Menu.



Topic 3: Management Reports
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Text:

In Topic 3, we will discuss the following options, which are found on the
Management Reports Menu (MER):

- Clinic Workload
- End-of-Day Processing/Editing
- Trackable Entity

Let's begin.
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Demo: MER Option

HER Hew ER Patient Enter

PER Froblew,Provedure & Diagnosis Enter/Edit
CER Cheek-Out & Pstiert Instructions

UER Update Appt Histery & Encounter [ata
SER SF 5%8 Print

TER Trockeble Entity (Patient) Add/Delete
JER JCAHT Camtrol Register Print

HER Holk-In Petlents

VER Ylew Patlent Appolntwent History

DER Cispesition Precsssing

FER Full ER Eneounter

AER Agtiuvity Dste and ER Clinio Edit

EEH Emergency Hoow Proflles Menu

HER Henagemant Reporte Henu

RER Reglstretion Henuy

Select Emergency Roon Henu optlon: MER
=

1 ¢linlo Herklead Repart
g End-of -Day Precessing /Edlting
3 Traokable Entlty Report

Seleot Hanagement Reperts Henu Gptlen: 2
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Instructor Notes:

Remember to press the <Enter> key after each data entry.

Text:

Type MER at the ‘Select Emergency Room Menu Option’ prompt. The list of the
report options displays.

In order to generate an accurate Clinic Workload Report, all End-of-Day processing
and editing must be completed. Therefore, we will begin with the End-of-Day
Processing/Editing report. This report allows you to edit, modify, and update
appointment history data, including the status of patient appointments.

A past date can be selected to enter/edit appointment history data; however, CHCS
does not allow you to enter a date range more than seven days past the
appointment, unless you are assigned the appropriate security key.

Type 2 at the ‘Select Management Reports Menu Option’ prompt.
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0000
0000
[ L X
(X J
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.
Demo: MER Opt t
emao. pton (cont.
FETT B TR END-OF-DAY PROCESSIHG
Place of € p.‘ e
Pro
to 2400
Ti s 0001 to 2400
Dates: 21 Jun 2001 ta 21 Jun 2001 ML o]
F Place of Care is REOUIRED
Place of Care is REOUIRED Use the SELECT key to mark the SEARCH CRITERIA to be changed
Select (C)hange Search Criteria, or (Dluit: £//
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Text:
The END-OF-DAY PROCESSING screen displays.

‘Place of Care’ is a required field. Press the <Enter> key to accept the default of ‘C’
to change the search criteria.

The data elements display, as shown in the caption on the right. We will select three
criteria.

Press the <End> key to select ‘Place of Care’, then use the down arrow key to
place the cursor next to ‘Date Range’ and press the <End> key. Now place your
cursor next to ‘Delinquent Appointments Only’ and select it.

Selecting the Delinquent Appointments data element allows you to list only those
appointments that either have a “Pending” status or are missing names of the
providers.

Press the <Enter> key and the ‘Select PLACE OF CARE’ prompt displays.
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Demo: MER Option (cont.)
End-of-Day Processing/Editing Report

END-DF-DAY PROCESSING

END-0F-DAY PROCESSING
Place of Care: ERD1/DIVA
Place of Care: Provider:

Provider: Time Range: 0001 to 2400

Time Range: 0001 to 2400 Dates: 21 Jun 2001 to 21 Jun 2001
Dates: 21 Jun 2001 to 21 Jun 2001

* Place of Care :(> * Place of Care
Provider Provider
Time Range Time Range
* Date Range * Date Range
Data Elements Data Elements
* Delinguent Appointments Only * Delinquent Appointments Only
Default Search Criteria Default Search Criteria

Place of Care is REQUIRED —

Place of Care is REQUIRED —
START DATE: 21 Jun 20017/ 20 JUN 2001

il

Select PLACE OF CARE: ERD1

Place of Care is REQUIRED
STOP DATE: 20 Jun 2001// 21 JUN 2001

elect (Clhange Search Criteria, (S)earch for Appointments, or (Q)uit: Sf/‘ 4
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Text:
At the ‘Select PLACE OF CARE’ prompt, type ERO1.

Notice that the ‘Place of Care’ field in the right screen capture is now populated with
ERO1.

At the ‘'START DATE’ prompt, type 20 Jun 2001 and at the ‘STOP DATE’ prompt,
type 21 Jun 2001.

Press the <Enter> key to accept the default of ‘S’ to search for appointments.



Demo: MER Option (cont.)
End-of-Day Processing/Editing Report

gt Comment :

DatosSTimo Concollod
I__\—> fp e
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Text:
Press the <F11> key to select all appointments displayed.

Press the <Enter> key to display the first PATIENT APPT DATA screen for the selected
patient’s appointment. This screen allows you to modify the appointment data.

Press the <Enter> key until you access the ‘Provider’ field, and type CALHOUN.
Press the <Enter> key until you access the ‘Check-In’ field, and type T-1 @ 0600.
You may complete the other fields, although they are not required.

Now, continue to press the <Enter> key until you access the ‘File/exit’ action. Press
<Enter> to accept this action, which saves the information entered on the PATIENT APPT
DATA screen.

This visit is not related to an injury; therefore, press the <Enter> key to accept the default
of “No.”

Update the Outpatient Disposition data according to site procedures. We will press the
<Enter> key to accept the ‘File/exit’ action. The next patient’s record displays.

[Instructor Note: As an interactive component, have the student’s guide you through
completing the EOD entries for the remaining patients by entering a provider’'s name for
each. Make sure that the ‘Check-In’ date is earlier then the appointment date.]
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FHD-0F-DAY PROCESSING
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Text: Once you have completed the End-of-Day entries, you are prompted to print
the EOD reports.

Press the <Enter> key to accept the default of ‘E’ to print the End of Day
Processing Report.

At the ‘Enter DEVICE’ prompt, type spool. If you do not have the ‘'SPOOL’ menu
option or know how to spool a document, contact your System Specialist.

Type JBS JUN 2001 at the ‘Select SPOOL DOCUMENT NAME’ prompt.
Tip: To make the report easy to find, include your initials at the beginning of

the report name. Note that | added my initials, JBS, to the name of the
report.

Type Y at the prompt: ‘Are you adding 'JBS JUN 2 2001' as a new SPOOL
DOCUMENT?

The system will default the expiration date at seven days; however, you may
change the date. We will accept the default date by pressing the <Enter> key.

Type Q, to quit, until you are returned to the ‘Select Management Reports Menu
Option’ prompt.

We will discuss the Clinic Workload Report next.
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Demo: MER Option (cont.) set
Clinic Workload Report

HER Hew ER Patient Enter

PER Frohlen Procedurs & Disgnoeis Enter/Edit
GER Chegh-Out & Pstiert Inztruotions

UER Update Appt Histary & Encounter Data
SER 9F 338 Print

TER  Trackeble Entity (Patiant) fed/Delete
JER JCAHG Cemtrol Regiszter Print

HER Helk-In Patients

YER Yiew Petient Appeintwent Histery

DER Cispasition Precessing

FER Full ER Emcounter

AER Agtivity Dete and ER Clinio Edit

EER Emergeney Room Profiles Henu

HER Hanzgememt Reperts Hemw

RER Aegistretion Henu

Beleot Energency Room Henu Option: HMER
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L{> 1 ¢linto Horkload Report
2 End-of-Day Preoessing/Editing
3 Trackable Entlty Report
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Text:

The Clinic Workload Report allows you to display/print clinic workload data and visit
summary report. This report is an on-demand, single clinic and single-provider or
multiple-provider statistical report, which is normally run monthly.

When you select the Clinic Workload Report option and specify a clinic, if there are
pending appointments and/or appointments without the provider's name, CHCS will
automatically generate the Delinquent End-of-Month Processing Report instead of
the Clinic Workload Report. Once the Delinquent End-of-Month Processing has
been done, the Clinic Workload Report can be re-selected and printed.

Let's begin our demonstration.
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Demo: MER Option (cont.)
Clinic Workload Report

1 Clinic Horkload Report
2 End-of-Day Processing/Editing
3 Trackable Entity Report

Select Management Reports Menu Option: 1

o ba accurataly produc
PLETED for ALL pr

cli ave this report is ordersd for only one provider
If the selected clinic has ANY delinguent appointments, then th
Delinguent Appointment Report will follow instead.

ot
e COMI

&
x5
1
=f

Select CLINIC: EROD1 CLINIE DIV A - THAINING HOSPLITAL BIAA
Junar

Helect PROVIDER: Lol MM CHATE M 27=H2=16a4
UK? YEB/Y  (YEH)

Heport Honth & Year O °°' to enter specific date range: Hay 20004/ JUN 2000 (5
un 20011 —_—

Belect (Plat Cat, (Rlene Cat, or (Dluit: P/

Belect DEVIDE:
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Text:

At the ‘Select Management Reports Menu Option’ prompt, type 1 to access the
Clinic Workload Report option.

A warning message is displayed informing you that the EOD Processing/Editing
MUST be completed in order for the workload report to be accurately produced.

Type ERO1 at the ‘Select CLINIC’ prompt.

Type CALHOUN at the ‘Select PROVIDER’ prompt and press the <Enter> key
twice to confirm that this is the correct provider.

Type June 2001 at the prompt: ‘Report Month & Year OR V' to enter specific date
range: May 2001//’

Press the <Enter> key to accept the default of ‘P’ (for Patient Category).
At the ‘Select DEVICE’ prompt, press the <Enter> key to display the report.

We will continue to press the <Enter> key to display the remainder of the Clinic
Workload Report.

Next, we will discuss the Trackable Entity Report.

82



Demo: MER Option (cont.)
Trackable Entity Report

1 Clinic Horkload Report
2 End-of-Day Processing/Editing
3 Trackable Entity Heport

Select Management Reports Menu Option: 3_ Trackable Entity Report

Select (C)linic, (D)ivision, or (A)IIl for entire Facility: L_

Select CLINIC: ERid CLINIC DIV A - TRAINING HOSPITAL BIAA
/0037

DEVICE: <«—
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Text:

The Trackable Entity Report option allows you to generate and print a report that
lists trackable items that were borrowed from the ER (e.g., canes, crutches).

Type 3 at the ‘Select Management Reports Menu Option’ prompt.

You can print the report for an individual Clinic or Division, or you can select “All” to
generate a report for the entire facility.

Type C at the select prompt to generate a report for a specific clinic.

Type ER11 at the ‘Select CLINIC’ prompt, and then press the <Enter> key twice to
display the data on the screen.
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Text:

The Trackable Entity Report displays the following data for every trackable entity
loaned from a clinic:

- Trackable entity name

- Loaning clinic

- Date borrowed

- ERlog #

- Patient's name and telephone numbers (home and work)

- FMP/SSN
Press the <Enter> key until the Management Report menu displays.
Now, let’s test your knowledge with another question.



Question

In order for an accurate Clinic Workload Report to be
produced, the following must first be completed:

A. End-of-Day processing
B. A summary of all items loaned to patients
c. All of the above
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Text:

The answer is A. In order to generate an accurate Clinic Workload Report, End-of-
Day processing must be complete.

Topic discussed on slide 76.
Now, let’'s summarize what was presented in this class.
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Course Summary

In this course, we discussed how to:

e maintain the profiles that have been created for
emergency room clinics and providers

e accurately document patients ER visits from check-in to
check-out

e print a Standard Form 558 (SF558), the JCAHO Control
Register and other selected reports that relate to patient
encounters and ER workload
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Text:
This is a summary of the information that we covered. [Read the slide.]
Next, we will review the reference material for this course.



References

The following document was used as a reference for this
course:

SAIC/CHCS Doc. TC-4.5-0337 PAS: Emergency Room
Processing Presenter’s Guide, 29 Jul 1996
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Text:

The content for this course is based on the reference document you see listed here.

We can also provide the Student Guide for this course, if you have not already
received it. It is in a PowerPoint format and is essentially a copy of the course

content that was presented today. Be sure to print it with the notes, not just the
slides.

Now, I'd like to take any questions you may have before concluding the class.
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Questions
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Instructor Notes:

Ask students for any final questions before ending the class.

Text:
Are there any questions?

Thank you for your attention throughout this course.
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